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Welcome to CPARS Contractor Performance Assessment Reporting System 
Focal Point & Agency POC Functions
www.cpars.gov
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 Agenda
· Functions Overview
· Users Access Matrix
- Manage by Contract
- Manage by User
- Manage by User Role
- Alternate Focal Points
- Automatic Contract Registration
- Edit and Evaluation
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Agenda
- Delete Record
- Change Organization
- Focal Point Account Request & Approval Process
- Focal Point Transfer
- PPIRS Compliance Metrics
- Helpful Hints and Points of Contact
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What is CPARS?
- Contractor Performance Assessment Reporting System (CPARS)
· Web-enabled application that collects and manages a library of automated contractor report cards. 
· Two Modules within CPARS
- Contractor Performance Assessment Reporting System (CPARS) Module – [Systems, Operations Support,
           Services, Information Technology, Architect-Engineer and Construction]
- Federal Awardee Performance and Integrity Information System (FAPIIS) Module
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Regulatory Requirements
- FAR 42.1502
- Past Performance Evaluations Prepared:  
- At Least Annually
- At Time Work Under Contract or Order is Completed
- Past Performance Information Shall Be Entered Into CPARS
- FAR 42.1503
- Evaluation Factors
- Technical
- Cost Control
-Schedule
- Management
- Small business Subcontracting 
- Other
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Regulatory Requirements (Cont.)
- FAR 42.1503
- Evaluation Rating Definitions
- Evaluations Automatically Transmitted into Past Performance Information Retrieval System (PPIRS)
- Agencies shall use PPIRS Information in Source Selections
- Within 3 years of Contract/Order Completion
- 6 years for Architect-Engineer and Construction
- Past Performance Information Shall be Entered Into CPARS
-FAR 15.304
	- Past Performance Shall be Evaluated in all Source Selections for negotiated Competitive Acquisitions 
         Expected to Exceed Simplified Acquisition Threshold
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Need for Improvement
· Office of Federal Procurement Policy (OFPP), Government Accountability Office (GAO), and Department 
    of Defense Inspector General (DoDIG) Reviews/Audits
  - Eligible Contracts Not Being Registered in CPARS
  - Performance Reports Not Being Entered in CPARS in a Timely Manner
     - Narratives of Insufficient Detail to Show that Ratings are Credible and Justified  
-Need to improve quantity and quality of information available in PPIRS so that source Selection officials 
   have greater confidence in reliability & relevance of information there 
- This class will help you avoid these pitfalls.
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Agency Point of Contact
- Must be a Government Employee
- Assigning Focal Points
- Transferring Focal Points
- Assistance to Focal Points (e.g., Training, Monitoring and Policy)
- Evaluating Quality & Compliance Metrics of Subordinate Organizations
- Providing Metrics for Management, as Necessary
- Reviewing & Providing Issues to the Focal Point and/or the CPARS Program Office
- Take all CPAR Training
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Focal Point/Alternate Focal Point Government - -
- Must be a Government Employee
- Assign User Access
- Account Management and Maintenance (e.g., Access Changes)
- Register Contracts (within 30 days of award)
- Control and Monitoring of CPARS, including the Status of Overdue Evaluations
- Take all CPARS Training and Ensure all Users are Properly Trained
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Additional Roles
- Assessing Official Rep (AOR:
- Assists Assessing Official in Preparing Evaluation
- Contractor Rep (CR):
- Provides Comments
- Assessing Official (AO):
- Sends Evaluation to Contractor Rep; Reviews Contractor Comments
- Reviewing Official (RO):
- Resolves Disputes
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Federal Dollar Thresholds
· Systems & Non-Systems > Simplified Acquisition Threshold (SAT)
· Architect-Engineer ≥ $35,000, All Terminations for Default
· Construction ≥ $700,000, All Terminations for Default
* Note:  It is important that the correct Product or Service Code (PSC) is used when transmitting procurement data to the   
   Federal Procurement Data System (FPDS) so the proper dollar threshold is reported to CPARS
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Department of Defense (DoD) Dollar Thresholds
- Systems >$5,000,000
- Non-Systems:
- Operations Support > $5,000,000
- Services > $1,000,000
- Information Technology >$1,000,000
- Ship Repair & Overhaul > $500,000
- Architect-Engineer ≥ $35,000, All Terminations for Default
- Construction ≥ $700,000, All Terminations for Default
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CPARS Workflow (Process must be COMPLETED within 120 days after end of period of performance)
· Contract Registration
· Enter Proposed Ratings/Narratives
· Validate Ratings/Narratives
· Contractor Comments
· Following AO Signature: Day 15:
· Sent to PPIRS (“Pending” if no CR Comments), Updated in PPIRS Daily
· Day 61: Contractor Comment Period Ends; Eval Returned to AO (CR Locked Out)
· Review Contractor Comments/Close
· Updated in PPIRS When:
· AO Modifies/Sends to RO/Closes
· RO Closes
· “Pending” Marking Removed when AO/RO Closes
- Reviewing Official Comments/Close
                      - Updated in PPIRS When:
                              - AO Modifies/Sends to RO/Closes
- RO Closes
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All CPARS Are Due Within 120 Calendar Days After the End of the Evaluation Period
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Logging In
· DoD Users or Federal PIV
· User ID Required
· PKI Certificate Required (CAC or PIV Card)
· Non-DoD or Federal (No PIV)
· User ID Required
· Password Required
· Contractor Users
· User ID Required
· PKI Certificate Encouraged
· Purchase from External Certificate Authority
· Password Required if No PKI Certificate
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Logging In
· Screenshot: CPARS Homepage
· 1. Visit https://www.cpars.gov
· 2. Select System Logon
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Logging In
· Screenshot: Notice and Consent  Screen
· Click Accept/Login with PKI or Accept/Login with Password
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Logging In
- Screenshot:  PKI Login Screen
- The Forgot Password Button is the Preferred Way to Reset Passwords
- First Time Logging In?  Use the Forgot Password button to receive an email with a temporary password.
- Forgot your User ID? Use the Forgot User ID button to receive and email with your User ID.
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Accessing CPARS Screenshot: Select a Module
1. After Logging in with User ID, Select CPARS Module
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CPARS Workflow Step
1. Within 30 Days of Contract Award > FP/AFP Registers Basic Contract Information
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What contracts do I assign access to?
· Important Note:  Assign users prior to registering the contract/order.  This is ESSENTIAL to ensure evaluations appear on the correct user’s To-Do List.
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What contracts do I assign access to?
Q: How do I know to which contract/order numbers I need to assign user access? 
A: In this case, it is suggested that you run an Auto Register Report and save a spreadsheet of the contracts that you are planning to register.
- Word to the wise: If you do not assign users first, the evaluation will appear on the AO’s To-Do List following contract/order registration.
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[bookmark: Access_Assignment]Which contracts do I assign access to?
Using Auto Register to Determine List of Contract/Orders
· Screenshot: Focal Point Main Menu
1. Select Auto Register Contracts
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Access Assignment
Using Auto Register to Determine List of Contracts\Orders
· Important Note: Search an old Contract Office Code and new Activity Address Code (AAC)!
· Screenshot: Auto Register Contracts
2. Enter Contract Office Code or Full/Partial Contract Number
3. Run Report
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Which contracts do I assign access to?
Using Auto Register to Determine List of Contracts/Orders
· Screenshot: Spreadsheet
4.  Click on Save Spreadsheet
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Which contracts do I assign access to?
Using Auto Register to Determine List of Contracts/Orders
· Screenshot: Spreadsheet
5. Download or Save Spreadsheet
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Manage User Access
- Determine Process Participants
- Names
- Email Addresses 
- Minimum Required Roles
- Assessing Official – Government Only
- Contractor Representative
- Reviewing Official (If CR Does Not Concur) – Government Only
- Optional Roles
- Assessing Official Representative – Government Only
- Reviewing Official (If CR Concurs) – Government Only
*Helpful Hint: Ask Contracting Office or Requiring Office to Provide User Access Matrix
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	User Access Matrix

	Assign Users

	Contract Number:
	Role:
	User:
	Email:

	N4511215C7000
	Assessing Official Rep
	Steve Jones
	s.jones@usa.gov

	
	Assessing Official
	Mary Givens
	m.givens@usa.gov

	
	Contractor Rep
	Mark Smith
	m.smith@usa.com

	
	Reviewing Official
	Maria Lopez
	m.lopez@usa.gov

	N4511215C8000
	Assessing Official Rep
	Steve Warner
	s.warner@usa.gov

	
	Assessing Official Rep
	Mary Givens
	m.givens@usa.gov

	
	Assessing Official
	Maria Lopez
	m.lopez@usa.gov

	
	Contractor Rep
	Kelly Warner
	k.warner@usa.com

	
	Reviewing Official
	John Doe
	j.doe@usa.gov

	N4511215C9000
	Assessing Official
	Mary Givens
	m.givens@usa.gov

	
	Contractor Rep
	Doreen Herron
	d.herron@usa.com

	
	Reviewing Official
	Maria Lopez
	m.lopez@usa.com
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Manage User Access
· Screenshot: CPARS – Focal Point Menu
· Manage User Access
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Manage Access by Contract
Assigning Access to New or Existing User
-  Screenshot: CPARS – Manage User Access
Access Authorization
Step 1: Select Contract Button
Step 2: Select “Add New Contract” or Select Existing Contract/Order
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Manage Access by Contract
Assigning Access to New or Existing User
Screenshot:  CPARS – Manage User Access
· If adding new contract, enter new contract/order number and confirm
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Manage Access by Contract
Assigning Access to New or Existing User
· Screenshot: CPARS-Manage User Access
Step 3: Select “Create New User” or Select “Existing User”
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Manage Access by Contract
Assigning Access to New or Existing User
· Screenshot: CPARS-Manage User Access
· If creating new user, enter Name and Email Address
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Manage Access by Contract
Assigning Access
· Screenshot: CPARS-Manage User Access
Step 4: Select User Role
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Manage Access by Contract
Assigning Access to New or Existing User
· Screenshot: CPARS-Manage User Access
Step 5: Click “Add Access to User”
· The user is notified of the access assignment via email
· Important Note: Be sure to assign access to each of the contract(s)/order(s) in your Auto Register spreadsheet
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Manage Access by Contract
Assigning Access to Another Focal Points User
· Screenshot: CPARS-Manage User Access
Step 1: Select Contract Button
Step 2: Add/Select Contract
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Manage Access by Contract
Assigning Access to Another Focal Points User
· Screenshot: CPARS-Manage User Access
Step 3: Select User Role
Step 4: Click Search
· Use the Search feature to search for a user who belongs to another Focal Point. For example, a contractor rep may use the same account to provide comments on evaluations for several different Focal Points.
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Manage Access by Contract
Assigning Access to Another Focal Points User
Step 5: Enter User’s Last Name
Step 6: Click Search
Step 7: Select User
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Manage Access by Contract
Assigning Access to Another Focal Point’s User
· Screenshot: CPARS-Manage User Access
Step 8: Click “Add Access to User”
· The user is notified of the access assignment via email. 
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Manage Access by Contract
Remove User From Contract
· Screenshot: CPARS-Manage User Access
Step 1: Select Contract Button
Step 2: Select Contract/Order Number
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Manage Access by Contract
Remove User from Contract
· Screenshot: CPARS-Manage User Access
Step 3: Check Off Specific User(s) or All Users
Step 4: Click Remove Button
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Manage Access by Contract
Clone Contract Access
· Screenshot: CPARS-Manage User Access
Step 1: Select Contract Button
Step 2: Select Contract/Order Number
· Cloning Contract access enables you to quickly assign a group of users to a new contract.  The Clone function 
is useful when you have the same group of users who need access to multiple contracts.
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Manage Access by Contract
Clone Contract Access
· Screenshot: CPARS-Manage User Access
Step 3: Check Off Specific User(s) or All Users
Step 4: Click Clone Button
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Manage Access by Contract
Clone Contract Access
· Screenshot: CPARS-Confirm Clone Contract Access
· The Confirm Clone Contract Access screen displays the list of users that will be assigned, or “cloned”, to 
the new contract
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Manage Access by Contract
Clone Contract Access
· Screenshot: CPARS – Confirm Clone Contract Access
Step 5: “Add New Contract” or Select Existing Contract
Step 6: Click “Confirm” Button
- The users are notified of the access assignment via email
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Manage Access by Contract
Clone Contract Access
- Screenshot: Confirm Clone Contract Access
- When cloning to a new contract, enter New Contract/Order Number
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Manage Access by User
Update User Profile
· Screenshot: CPARS-Manage User Access
Step 1: Select User Button
Step 2: Select User
Step 3: Click User Profile Button
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Manage Access by User
Update User Profile
- Screenshot: Confirm User Profile Change
Step 4: Enter changes to user profile
Step 5: Click “Confirm” button
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Manage Access by User
Reset Password
· Screenshot: CPARS-Manage User Access
Step 1: Select User Button
Step 2: Select User
Step 3: Click Reset Password Button
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Manage Access by User
Reset Password
- Screenshot: Confirm Password Change
Step 4: Click “Confirm” Button
- User receives email notification with their new temporary password
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Manage Access by User
Delete User
- Screenshot: Manage User Access
Step 1: Select User Button
Step 2: Select User
Step 3: Click “Delete User” Button
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Manage Access by User
Delete User
- Screenshot: Confirm Delete User
Step 4: Click “Confirm” Button
- Deleting a user removes access to all of their contracts and deletes their account entirely.  Once a user is
   deleted, they no longer have access to CPARS.
- Important Note: If the user you are deleting is being replaced by someone else, it is better to use the Transfer
  Function instead of the Delete Function so that you can reassign their contracts before you delete their account.
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Manage Access by User
Transfer Access
· Screenshot: CPARS-Manage User Access
Step 1: Select User Button
Step 2: Select User
· Transferring is a quick way to reassign contract(s)/order(s) from one user to another.
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Manage Access by User
Transfer Access
· Screenshot: CPARS-Manage User Access
Step 3: Check Off Specific Contract(s)/Order(s) or All Contracts
Step 4: Click “Transfer” Button
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Manage Access by User
Transfer Access
- Screenshot: Confirm Transfer User Access
Step 5: Indicate User to Transfer Contract(s)/Order(s) To
- May “Create New User” or Select One of Your Own Existing Users
- May Use Search Function to Select a User Who Belongs to Another Focal Point
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Manage Access by User
Transfer Access
- When transferring to a new user, enter Name and Email Address for new user
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Manage Access by User
Transfer Access
· Screenshot: Confirm Transfer User Access
Step 6: Click “Confirm” Button
- If the user being transferred from will still need CPARS access for other contracts, select “No”.  If the user will no 
  longer need CPARS access, select “Yes”
-“Transfer To” user notified of the access assignment via email
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Manage Access by User
Remove User’s Access to Contract(s) 
· Screenshot: CPARS-Manage User Access
Step 1: Select User Button
Step 2: Select User
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Manage Access by User
Remove User’s Access to Contract(s)
· Screenshot: CPARS-Manage User Access
Step 3: Check Off Specific Contract(s)/Order(s) or All Contracts
Step 4: Click “Remove” Button
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[bookmark: Manual_Contract_Registration]Manage Access by User
Change Role
· Screenshot: CPARS-Manage User Access
Step 1: Select User Button
Step 2: Select User
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Manage Access by User
Change Role
· Screenshot: CPARS-Manage User Access
Step 3: Check Off Specific Contract(s)/Order(s) or All Contracts
Step 4: Click Change Role Button
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Manage Access by User
Change Role
· Screenshot: Confirm Change User Role
Step 5: Select New Role
Step 6: Click “Confirm” Button
· You can change any Government user’s access to any of the other Government roles (Assessing Official Rep, Assessing Official, Reviewing Official)
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Manage Access by User
Clone User Access
· Screenshot: CPARS-Manage User Access
Step 1: Select User Button
Step 2: Select User
· Cloning user access enables you to quickly assign a new/existing user to another user’s contract(s) in the same user 
role.  This function is useful when you have multiple users who need access to the same contract(s), such as when
a contract(s) has multiple Assessing Official Reps.
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Manage Access by User
Clone User Access
· Screenshot: CPARS-Manage User Access
Step 3: Check Off Specific Contract(s)/Order(s) or All Contracts
Step 4: Click “Clone” Button

[bookmark: Slide_61:]Slide 65:
Manage Access by User
Clone User Access
· Screenshot: Confirm Clone User Access
· The Confirm Clone User Access screen displays the list of contracts and user roles that will assigned, or “cloned”
to the new user.
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Manage Access by User
Clone User Access
· Screenshot: Confirm Clone User Access
Step 5: Indicate User to Clone Contract(s)/Order(s) to
· May “Create New User” or Select One of Your Own Existing Users
· May Use Search Function to Select a User Who Belongs to Another Focal Point 
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Manage Access by User
Clone User Access
- Screenshot: Confirm Clone User Access
Step 6: Click “Confirm” Button
- The user is notified of the access assignment via email
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Manage Access by User
Clone User Access
- Screenshot: Confirm Clone User Access
- When cloning to a new user, enter Name and Email Address for new user
Slide 69:
Manage Access by User Role
View List of All Users With Specific Role
· Screenshot: CPARS-Manage User Access
Step 1: Select User Role Button
Step 2: Select User Role
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Manage Access by User Role
View List of All Users With Specific Role
· Screenshot: CPARS-Manage User Access
· The table displays a list of all your Assessing Official Reps

[bookmark: Slide_64:]Slide 71:
Manage Access by User Role
Remove User(s) Access to Contract(s)
· Screenshot: CPARS-Manage User Access
Step 1: Select User Role Button
Step 2: Select User Role
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Manage Access by User Role
Remove User(s) Access to Contract(s)
· Screenshot: CPARS-Manage User Access
Step 3: Check Off User(s)/Contract(s)
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Spreadsheet
List of All Users With Access to a Specific Contract/Order
· Screenshot: CPARS-Manage User Access
Step 1: Select Contract Button
Step 2: Select Contract/Order Number
Step 3: Click Spreadsheet Link
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Spreadsheet
List of All Users With Access to a Specific User
· Screenshot: CPARS-Manage User Access
Step 1: Select User Button
Step 2: Select User
Step 3: Click Spreadsheet Link
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Spreadsheet
List of All Users in a Specific Role
· Screenshot: CPARS-Manage User Access
Step 1: Select User Role Button
Step 2: Select User Role
Step 3: Click Spreadsheet Link
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Manage Alternate Focal Points
· Screenshot: CPARS-Manage User Access
· Only Primary Focal Points may assign/manage Alternate Focal Points
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Manage Alternate Focal Points
Assign Alternate Focal Point
· Screenshot: Manage Alternate Focal Point(s)
Step 1: “Create New User” or Select One of Your Existing Users
· May Also Use Search Function to Select a User Who Belongs to Another Focal Point
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Manage Alternate Focal Points
Assign Alternate Focal Point
· Screenshot: Manage Alternate Focal Point(s)
· When creating a new user, enter Name and Email Address for new user
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Manage Alternate Focal Points
Assign Alternate Focal Point
· Screenshot: Manage Alternate Focal Point(s)
Step 2: Click “Assign Alternate Focal Point” Button
· The User is notified of the access assignment via email
· Important Note: A Primary Focal Point may assign up to (5) Alternate Focal Points
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Manage Alternate Focal Points
Update User Profile
· Screenshot: Manage Alternate Focal Point(s)
Step 1: Click User ID
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Manage Alternate Focal Points
Update User Profile
· Screenshot: Confirm User Profile Change
Step 2: Enter Changes to User Profile
Step 3: Click “Confirm” Button
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[bookmark: Slide_76:]Manage Alternate Focal Points
Reset Password
· Screenshot: Manage Alternate Focal Point(s)
Step 1: Click “Reset”
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Manage Alternate Focal Points
Reset Password
· Screenshot: Confirm Password Change
Step 2: Click “Confirm” Button
·  User receives email notification with their temporary password
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Manage Alternate Focal Points
Delete User
· Screenshot: Manage Alternate Focal Point(s)
Step 1: Click “Delete”
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Manage Alternate Focal Points
Delete User
· Screenshot: Confirm Delete Alternate Focal Point
· Important Note: If the user has Alternate Focal Point access only, their CPARS account is deleted and 
they no longer have access to CPARS.
· If the user has access to CPARS/FAPIIS at another level (such as AOR/AO), their Alternate Focal Point
access is removed, but they retain their CPARS/FAPIIS access
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Automated Contract Registration
· Focal Point/Alternate Focal Point Only
· If Contract/Order is in Federal Procurement Data System (FPDS) and Meets the Reporting Threshold,
It must be auto registered
· Auto Register within 30 calendar days of contract award
· Auto Register once per contract duration
· Must complete organization field
· Important Note: If data fields are incorrect in Auto Register, they must be updated in FPDS
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Automated Contract Registration
· [bookmark: -_Select_Agency_and_Approving_Official][bookmark: -_Approving_Officials_are_the_Agencies_P]Only contracts/orders which require evaluation displayed
· Display:
· Indefinite Delivery Contract (IDC)
· Blanket Purchase Agreement (BPA) Call
· Purchase Order
· Delivery Order
· Definitive Contract
· Do NOT Display:
· Government-Wide Acquisition Contract (GWAC)
· Federal Supply Schedule (FSS)
· Basic Ordering Agreement (BOA)
· Blanket Purchase Agreement (BPA)
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[bookmark: -_Complete_Access_Request_and_Click_Agre]Automated Contract Registration
Step 1: Select Auto Register Contracts
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Automated Contract Registration – Search by Contract Office Code
Step 2: Select Contract Office Code(s) and Click “Add”
Step 3: Or Click “Add All” to Select All Contract Office Code(s)
Step 4: Click “Run Report”
· Important Note: Search on old Contract Office Code and new Activity Address Code (AAC)!
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[bookmark: Requesting_Focal_Point_Access]Automated Contract Registration – Search by Full or Partial Contract Number
[bookmark: -_APOC/DPOC_receives_automatic_email_not]Step 2 Enter Full or Partial Contract Number
Step 3 Click “Run” Report
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Automated Contract Registration 
· [bookmark: -_Select_Focal_Point_Access_Authorizatio]Screenshot: Auto Register Contracts
Step 1: Select Organization
Step 2: Check Register column next to Contract(s)/Order(s)
Step 3: Click Register/Remove Selected Contracts
[bookmark: -_Select_Pending_Focal_Point_Requests]
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Automated Contract Registration
Q: There are orders showing up on my Auto Register Report for an Indefinite Delivery Vehicle (IDV)
      and we are reporting on the base contract level.  What should I do?
A: In this case, you can remove these orders from your Auto Register Report using the Remove Checkbox
· Word to the wise: Removing a Contract/Order Removes it from Every Focal Point/Alternate ‘s View. 
Only Remove Contracts that are Under YOUR Cognizance.
[bookmark: -_Click_on_User_Name_to_view_detailed_PO]
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Removing Contracts/Orders from Auto Register List
· May Only Remove Indefinite Delivery Contracts/Orders
· FP/AFP May Remove:
· Indefinite Delivery Contract (IDC)
· Task/Delivery Order Against IDC
· FP/AFP May NOT Remove:
· BPA Call
· Purchase Order
· Task/Delivery Order Against GWAC
· Task/Delivery Order Against FSS
· Task/Delivery Order Against BOA
· Definitive Contract
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Slide 94:
[bookmark: Approving_Focal_Point_Access_–_APOC]Removing Contracts/Orders From Auto Register List
· Screenshot: Auto Register Contracts
Step 1: Check Remove column next to Contract(s)/Order(s)
Step 2: Click Register/Remove Selected Contracts
· Note: Some Contracts/Orders are “greyed out” and cannot be removed
[bookmark: -_Focal_Point_receives_automatic_email_n]
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Auto Register Report (Agency POC)
Step 1: Select Auto Register Report
[bookmark: -_Click_Select_Checkbox_next_to_User]
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[bookmark: Denying_Focal_Point_Access_–_APOC]Auto Register Report (Agency POC) – Search by Contract Office Code
· Screenshot: Auto Register Report Parameters
Step 2: Select Contract Office Code(s) and Click “Add”
Step 3: Or Click “Add All” to Select All Contract Office Code(s)
Step 4: Click “Run” Report
· Important Note: Search on old Contract Office Code and new Activity Address Code (AAC)!
[bookmark: -_Requestor_Receives_automatic_email_not]
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Auto Register Report (Agency POC) – Search by Full or Partial Contract Number
· Screenshot: Auto Register Report Parameters
Step 2: Enter Full or Partial Contract Number
[bookmark: _GoBack]Step 3: Click “Run” Report
· This allows you to see which contract/orders have been removed and by which focal points
[bookmark: CPARS_Summary]
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Auto Register Report (Agency POC)	
· Screenshot: Auto Register Report
· Download in Spreadsheet
· Displays which Focal Point removed contract/order
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Saving an Auto Register Report – (Focal Point, Alternate, Agency POC)
· Screenshot: Auto Register Contracts
Step 1: Enter Report Name
Step 2: Select Contract Office Code(s) or Enter Full or Partial Contract Number
Step 3: Click “Save” Report

Slide 100: 
Running a Saved Auto Register Report – (Focal Point, Alternate, Agency POC)
·  Screenshot: Auto Register Contracts
Step 1: Select Saved Report
Step 2: Click “Run” Report
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Contract Registration – Weekly Email Notifications
·  Contracts Registered (Auto and Manual) with No Assessing Official and/or Contractor 
 Representative Assigned
· Users assigned to contract which is available for auto register
· Helpful Hint: Assign Users then Auto Register Contract/Order Immediately after

Slide 102:
Contract Registration

Slide 103:
Manual Contract Registration
·  FP/AFP/AO/AOR May Perform Manual Contract Registration 
· Available in Limited Circumstances
· Contract/Order Does Not Meet Reporting Threshold
· Contract/Order Not Recorded in FPDS
· Important Note: If Contract/Order is Available for Auto Register, Manual Registration is Not Possible

Slide 104:
Edit an Evaluation
· Select Edit an Evaluation

Slide 105:
Edit an Evaluation
· Enter Contract/Order Number and Click “Continue”
· Click “Edit” Next to Evaluation

Slide 106:
Edit an Evaluation – Change Evaluation Type
· May Change Evaluation Type to Interim, Final, or Addendum
· Estimated/Actual Completion Date Required if Change Evaluation to Final or Addendum

Slide 107:
Edit an Evaluation – Change Status
· May Change Status of Evaluation
· Note: May NOT Remove Evaluation from PPIRS

[bookmark: Slide_92:]Slide 108:
[bookmark: Compliance_Metrics_Report_–_PPIRS]Edit an Evaluation – Refresh Contract Data from FPDS
· [bookmark: -_PPIRS_Group_Owner/Manager_Can_Run_and_]May refresh data for evaluations at initiated and drafted status only
· Click Refresh Contract data from FPDS to update all fields on eval with most current contract information.  Note that there is a 3-4 day delay between entry of data in FPDS and display of data in CPARS. 

[bookmark: Slide_93:]Slide 109:
[bookmark: Compliance_Metric_Report_–PPIRS]Edit an Evaluation – Refresh Contract Data from FPDS
· [bookmark: -_Agency_Code]Screenshot: Edit Evaluation
· [bookmark: -_Run_Report]Refresh Contract Data from FPDS button will NOT display unless eval at Initiated or Drafted status

[bookmark: Slide_94:]Slide 110:
[bookmark: Compliance_Metric_Report_–Detail_View]Delete In-Process Record
· Screenshot: Main Menu
· Screenshot: Delete Record
· Screenshot: Delete Evaluation Confirmation

[bookmark: Slide_95:]Slide 111:
[bookmark: Next_Steps]Delete In-Process Record
· Screenshot: Status Report
· Screenshot: Activity Log
· Activity Log displays when eval was deleted and by whom
[bookmark: -_Evaluate_All_Eligible_Contracts_and_Or]
[bookmark: Slide_96:]Slide 112:
[bookmark: Customer_Support_&_Website]Delete Registered Contract/Order
· Screenshot: Main Menu
· Screenshot: Delete Record
· Screenshot: Delete Contract Confirmation
· Note: Be sure to delete the registered contract information
[bookmark: -_Monday_–_Friday:_6:30_am_–_6:00_pm_ET]
[bookmark: Slide_97:]Slide 113:
[bookmark: Thank_You!]Status Report
· Keep Qualifiers/Parameters Simple
· Use Report to Monitor Process
· User List
· Activity Log
· Spreadsheet

Slide 114:
Status Report
· Screenshot: Main Menu

Slide 115:
Status Report
· Contract Status & Evaluation Status on Same Report
· Status Definitions


Slide 116:
Status Report – Follow-On Evaluation
· Screenshot: Status Report
· Follow On Evaluation Appears on Status Report When Prior Interim Evaluation Closed
· Initiated if AOR Assigned
· Drafted if no AOR Assigned

Slide 117:
Saving a Status Report
· Screenshot: Status Report Parameters
Step 1: Enter Report Name
Step 2: Select Report Parameters
Step 3: Click “Save Report”

Slide 118:
Running a Saved Status Report
· Screenshot: Status Report Parameters
Step 1: Select Saved Report
Step 2: Click “Run Report”

Slide 119:
Update Organization on Contract(s)
Step 1: Select Update Organization on Contract(s)
Step 2: Select Organization
Step 3: Click “Add”
Step 4: Click “Displays Contract(s)

Slide 120:
Update Organization on Contract(s)
Step 5: Select New Organization
Step 6: Select Contract(s)/Order(s) or Select All
Step 7: Click Update Organization

Slide 121:
Requesting Focal Point Access 

Slide 122:
Requesting Focal Point Access 

Slide 123:
Requesting Focal Point Access
· Use Email Address to Request Verification Code

Slide 124:
Requesting Focal Point Access 
· Verification Code provided in automatic email notification
· Verification Code valid until 11:59 PM ET on date it was issued

Slide 125:
Requesting Focal Point Access
· Enter Email Address and Verification Code
· Click “Confirm Code”

Slide 126:
Requesting Focal Point Access
· Screenshot: Focal Point
· Select Agency and Approving Official 
· Approving Officials are the Agency’s POC’s (APOCs) and Department POCs (DPOCs)

Slide 127:
Requesting Focal Point Access
· Be sure to provide a justification for your request 
· If you are replacing an existing Focal Point, include their name and email address
· Complete Access Request and Click “Agree and Submit Request”

Slide 128:
Requesting Focal Point Access
· Requestor receives automatic email notification to confirm that their Focal Point access request has been submitted

Slide 129:
Requesting Focal Point Access
· APOC/DPOC receives automatic email notification that they have received a Focal Point access request

Slide 130:
Approving Focal Point Access – APOC
· Select Focal Point Access Authorization
· Select Pending Focal Point Requests

Slide 131:
Approving Focal Point Access – APOC
· Screenshot: Pending Focal Point Requests
· Click on User Name to view detailed POC information and Justification



Slide 132:
Approving Focal Point Access – APOC
· Screenshot: Pending Focal Point Requests
· Click “Select” checkbox next to user
· Click “Approve Selected Users”

Slide 133:
Approving Focal Point Access
· Focal Point receives automatic email notification with their User ID

Slide 134:
Denying Focal Point Access – APOC
· Screenshot: Pending Focal Point Requests
· Click “Select” checkbox next to user
· Enter Reason for Denial
· Click “Deny Selected Users”

Slide 135:
Denying Focal Point Access
· Requestor receives automatic email notification stating that their access request has been denied

Slide 136:
Transferring Focal Point Access – APOC
· From Focal Point Access Authorization Menu, Click “Transfer Focal Point Access”
· Or, after you’ve authorized a new Focal Point, Click “Continue to Transfer Focal Point Access”

Slide 137:
Transferring Focal Point Access – APOC
· Select Focal Point to Transfer From

Slide 138:
Transferring Focal Point Access –APOC
· Select Contract(s) to transfer and Click “Add” or “Add All”

Slide 139:
Transferring Focal Point Access – APOC
· Select Focal Point to Transfer to

Slide 140:
Transferring Focal Point Access – APOC
· Leave contracts mapped to Existing Organization or map contracts to a new Organization

Slide 141:
Transferring Focal Point Access – APOC
· Indicate if “Transfer From” Focal Point should be deleted following the transfer
· Note: The “Transfer From” Focal Point CANNOT be deleted if they retain contract(s) and/or user(s)
· Click “Transfer Access”

Slide 142:
Transferring Focal Point Access - APOC
- Screenshot: Transfer Focal Point Access Results
· Helpful Hint: Download the transfer information in a spreadsheet for future reference

Slide 143:
Transferring Focal Point Access – APOC
· Important Note: Transferring Focal Point access transfers contracts/users in the CPARS module only.  If the                            Focal Point being transferred from has records or users in the Federal Awardee Performance and Integrity               Information System (FAPIIS) module, contact the CPARS Customer Support Desk for assistance in transferring            those FAPIIS contracts and users.  

Slide 144:
Focal Point List – APOC
· Focal Point Process Authorization
· View Existing Focal Points

Slide 145:
Focal Point List – APOC

Slide 146:
CPARS Summary
· Facilitates Communication/Cooperation between Government and Industry
· Provides Past and Current Performance Information
· Contains Ratings and Narratives by Government
· Contains Narratives by Industry
· Motivates Improved Performance
· Used in Source Selection to Support Best Value Decisions
· Information Retrieved from PPIRS

Slide 147:
Compliance Metrics Report – PPIRS
· PPIRS Group Owner/Manager can run and grant access to compliance reports in PPIRS
· Displays number of contracts requiring evaluations & number evaluations completed
· Can be run by Division/Agency Code

Slide 148:
Compliance Metric Report – PPIRS

Slide 149:
Compliance Metric Report – Detail View

Slide 150:
Next Steps
· Evaluate All Eligible Contracts and Orders
· Complete Evaluations in a Timely Manner
· Improve Detail and Quality of Narratives
· Ratings Must be Credible and Justified

Slide 151:
Customer Support & Website
· Customer Support Desk
· Monday – Friday: 06:30 to 6:00 PM ET
· Commercial: 207-438-1690
· Email: webptsmh@navy.mil
· CPARS Website: https://www.cpars.gov
· System Logon
· Guidance for CPARS Document
· User Manual
· Training Information
· Quality Checklist
· FAQs

Slide 152:
THANK YOU!!
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